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Machine Method* and Agency Operation* 


1* Discussion. 


As requested, this office In conjunction with personnel 
of other offices conducted a comprehensive surrey of present and 
proposed application of machine methods to Ageaoy operations. 

The attached surrey presents the subject in four broad phases* 

a. Brief history and outline of present application, 

b. Projects currently in developmental stage, 
o* Possible future applications. 

d. Outline plan for utilisation of apace for person- 
nel and equipment. 


2. Findings. 


The Agency has made good progress in adaptation of ma- 
chine methods to operations, solving many problems which could 
not have been solved from a practical standpoint by manual means. 

flfhile it is common knowledge that machine techniques are 
i.*est applied by centralization of aaohinea, it is not practical 
In the case of CIA at this time, because of the physical location 
of the various offices and certain security factors involved. 
However, if the Agency should ever become more compact, central- 
ised machine operations will become a reality. Any type of 
security necessary could be provided by compartmentalising the 
machine roc® itself* 


*• If thi ® pl*» i» approved under existing circumstances, 
maohine operations will be located in six places ' 




a* That still wider useage be employed as rapidly as 
the use Can be determined. 


Y 


b. That one position be established in the Management 
Office for a supervisor-planner for machine methods who 



•/ 




r 
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•ill have Agency control over machine techniques by talcing 
grads function (and the individual) from OCD and assigning 
to l&n&gement, 

e* That all administrative support by machine techniques 
be placed under the Special Support Staff* 
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1 Attach* 

Survey 

(Tabs A,B,0,D) 
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If. She punched-oard method has been conttoooaely mployedlpf 
CIA since February 1947, f he method ms first applied to the needs 
of indexing intelligence inf orasMeb end to oth#\iiiiiiI^ppt 
problems end was Inter extended to accounting end administrative 
reear^ Saving thlln period, rapid progreBa eee 

made la developBHJnt and installation '#£ procedure# end the training 
of operating personnel* Definite continuous advantages and savings 
are being realised' from the established procedures and fbrtherad- 
vantages sill accrue as the method is extended to other verb as 
described In fats 1 and C of this report.: A brief history of the 
preaent applications and resultant advantages and savings is con- 
tained in the following paragraphs* 

' a ' Indexes of Intelligence Information- 

ft* In 1946 when the- operational requirements of the Agency 
were being determined, it d&i realised that: the vast amount of 
data to he received 'must be indexed hy a method 
which would provide a fast raid accurate moans of classifying, 
indexing m4 locating specific data upon request. Because speed 
and accuracy are essential la satisfying an intelligence ‘request, 
the usual methods and procedures of indexing* finding, correlat- 
ing and listing the information available for dlssem^fttim PAS'* 
found to he. inadequate when measured by fiH requirements and “ 
atm0m$#m r Shsrefor©*- a method .sad a preceding 'mm required t< a? 
speedily recording the pertinent data in a aoj^ifjk. Vhich, oculd be 
seohUlcaily filed, seleoted, correlated end 


h* After thorough investigation of solu- 

tion#, • the junched-card method was selei^ea' leca^e'e of Its 
flexibility* speed and accuracy. . 

■ C* '.. |ha task of adapting theaethodt) ‘tho igeneyifft, Heed# at#, 
started In that latter part of 1946. 

tact Hegister of non-governmental sources of intslligendf inform 

ti*ro^:;'na?V!waintaiaed by; the Contact Virlnlm/QQj^j^ ,dev->> loped" * 

Jfwst* Use necessary pu»ch«d-eSr& equips^ 

februsry 1947,:; and the procedures were placed So. ^;^Peot*, 

: d, Similarly, ■ procedure# for indexing/dGcumcntary, . graphic, '; 
biographical, .and industrial intelligence data were’ in the process 
of development and were made effective during 1947* 
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e. A special system was developed to provide a means of 
transmitting and reproducing abstracts of indexed documents 
upon request* The system includes the use of special facsimile 
equipment designed to automatically iPeed selected index cards* 
scan the abstracts of documents written thereon* transmit the 
scanned data to receivers located in the Library and other of- 
fices of CIA* The facsimile machines were developed and pro- 
duced to meat specifications provided by the Agency. This sys- 
tem is new known as the Intel lo- fax System* 

f* Punched-card procedures were developed for the purpose 
of producing gazetteers of place names for the SIS program* 

To date gazetteers for 57 countries and 296,689 place names hsB^<1A 
been completed. This work was started in May 1948. 

g* An index of the published ■HHHHj 
was established on a punched-card baaf^^HSay .«*,* ««« 

the only complete index to the pallets published after April 
1947. 

h. Separate installations of machines were made in the Com- 
munications Division/ GSQ* and the Special Research Center. The 
procedures and results obtained by those two installations are 
of a classified nature. 

3. Accounting and Administrative Record Keeping Problems. 

ft. The punohed-card procedures and the manner of using the 
machines for intelligence problems are unique. The most universal 
and best known applications of the punched-card method are found 
in the field of accounting and administrative record keeping. 

The advantages to be derived from accounting applications were 
recognized and, in the fall of 1947, the Administrative Projects 
Brandh was established in the present Machine Methods Division* 

OCD, to perform accounting and administrative redords work on a 
punohed-card basis for the Administrative Staff of CIA. The 
work of drafting procedures for accounting and related adminis- 
trative record keeping jobs were accomplished as rapidly as pos- 
sible with the limited number of available machine personnel 
primarily engaged In establishing and maintaining the intelli- 
gence indexes. 

b. At the present time* the following jobs are being per- 
formed on a current basis* 


*7 
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(1) Personnel Statistical Records* 

(2) Personnel Qualification Records} 

(S) Personnel Strength Reporting} 

(4) Applicant Application Records} 

{6} Applicant Qualification Records} 

(d) Physical Inventory and Reconciliation of Ware- 
house Stock for Special Support Staff} 

(7) Personnel Position Control* OCDj 

* 0< * : md Periodical Subscription Purchase Record, 
CIA library} * 


(9) Machine Utilisation Records. 

The above 3 ob ® Hated above are only the beginning of a program 
for applying punohed-eard method to the Agency’s accounting and 
r#«iird keeping problems. Additional applications are outlined in 
iaos b and C« 

Advantage a and Savings Realised. 

. . ** Sin0 * Janu8 - r y 1^47, the date of the first machine installa- 

tion, the use of the punohed-card method has been tested* altered, 
developed end expanded. The procedures in effect for the various 
intelligence registers are continuously being studied and revised 
to produce the desired results more expeditiously and efficiently. 

dsvel °i >9d to ® oet aew or changed intelligence 
requirements, in s erase cases plans have been held in abeyance await- 
ing the development and installation of special equipment. 

— /f*, th ® a * raata €®3 which have been realised to date 

are listed beldwi 

, wvena type* of index files now contain millions 

oi i ' fcea * of intelligence information and those items are 
«itoaatioally and quickly located and produced upon request. 

To have accomplished the ends desired under a manual or semi- 
aamal method would have been impossible. The value to CIA 
of mechanised index files of intelligence information cannot 
be over estimated. 

\<;) The procedure established for processing documents 
received in the CIA Library for the preparation of index cards 
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*nd the related procedures for control, allocation and 
distribution of documents, have ^suited in estimated an- 
nual savings of $200,000* These annual savings alone 
aware than offset the present annual cost of all puacbed- 
oard equipment and supplies. 

{3} Gazetteers of place names covering 37 areas and 
more than 296,000 names had been produced as of dune 1960 
and are continuing to be produced at the rate of 12,000 
names a month* The production of gazetteers is the only 
one of several phases of the Rig program which is current 
with the established program schedule. On© thousand copies 
of each gazetteer are published and it has been estimated 
that the present publication cost is one-third of the cost 
of publishing the gazetteers prior to the application - of 
the punched-o&rd method, 

(4) The book and periodical subscription purchase rec- 
ord maintained by the CIA library was placed on a punched- 
eard basis in 1349, As a result of the information and 
control provided by the punched— card method, the cost of 
the annual periodical subscriptions was reduced by $1,200. 
Based on information furnished in monthly puached-eard 
reports, additional annual savings ere being realized by 
maintaining the number of periodical subscriptions at a 
minima. 


(5) The application of the punched-card method to CIA 
Personnel Records and the Applicant File lias furnished the 
Personnel Division with information otherwise unobtainable 
and has saved a great many man-days* 


. „ The work performed for the Special Support Staff 
in applying the punched-card method to accounting and recon- 
ciliation re quirements of the rec ent physical inventory of 
stock in the^Hj^Hmm^^^^farehouses, resulted In a 25X1 A 
substantial personnel time. The 

procedures used permitted the establishment of controls 
wtdeh would not have been feasible under a manual operation. 


o. The advantages listed above, and other intangible brae- 
fits and savings, will continue and will be increased through.! 

(1) The continuous study of existing procedures to deter- 
mine means of expediting the flow and processing of the source 
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•sterial and of increasing the efficiency of manual and 
aa»hi»e operations. 

(2) The development and exploitation of new machines 
and machine methods. 


Provision hag been mad© for such development and research 
through the use of Tabluation Project Planners in each Pi vial on 
using the punch* d-card method. 



Approved For Release 2001/07/24 : CIA-RDP57-00042A0001 00090004-6 



Approved For Refease 2001/07/24 : CIA-RDP57-00042AfiC0 100090004-6 

MNWENT mi 


MK5HIHS APPLICATIONS IV MVBWBmtT STAGE 


I, Definite advantages and both direst and intangible savings 
&m be obtained by the application of the punohed-card «ethod of 
accounting* statistical and record keeping problems, and it should 
be the goal of every user of the method to make the most extensive 
use of his machines. Hwraver, it is both inefficient and uneconomi- 
cal to apply the method to a problem or to a part of a problem which 
can be performed better by another type of business machine or in 
some cases, by manual methods. It is the practice of this Agency to 
apply or recommend the use of the method when the results of a study 
of existing or contemplated procedures show that saving* and valuable 
advantages"*!!! be realised by performing all or part of the work by 
means of punohed-card# • The results of studies made of the jobs de- 
scribed below show that definite advantages will be realised* 

a, OIA Position Control » 

Frooedures for maintaining a Position Control for Personnel 
and Budget Accounting purpose# for departmental and field posi- 
tions in all overt offices have been developed and will be made 
effective on completion of trials now being conducted* During 
the trial period any defedts in the procedure which appear, will 
be remedied so that a firm procedure may be made operative. The 
a u t omat ic preparation of T/0 sheets will be possible as a by- 
product of the operation. The advantages whioh will be realised 
are as follows i 

(1) A close control will be established over the assign- 
ment of personnel to established positions* 

(2) The manual posting of a position control record in 
the Budget Office will be eliminated, 

(2) At the end of the fiscal year or at any time upon 
request, the Budget Office will be furnished with a complete 
history of the occupancy of each position established in CIA, 
This record is required by the Bureau of the Budget in sup- 
port of the requeit for funds for personnel services and is 
now obtained by laborious manual methods on the part of the 
entire budget staff over a period of a month. These hour# 
of clerical time oi the part of high salaried employees will 
be saved, 

(4) The control will assure that personnel services 
funds are properly expended. 
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(5) The Personnel Director, Personnel Officers and 
the Admniatrative Officer in each office of CIA will be 
furnished, on a scheduled basis, copies showing the name 
of the person occupying each position and all other perti- 
nent personnel data required for proper personnel msn&ge- 
sent* these reports will eliminate many clerical hours 
in each of the offices* 

b* Hxyslcal Invent cry *. 

The application of the punohed-oard method to physical in- 
vent ory saves tia*[r.and assures accuracy through automatic exten- 
sion of the value of each item, permits the establishment of 
strict controls which are not feasible tinder a manual procedure, 
and greatly facilitates the work of reconciliation between 
physical count and stock card balances through automatic compari- 
son of quantities, unit of issue, unit price and value* Recent- 
ly* tie punched- card method was applied to the inventory of stock 
items conducted by the Special Support Staff and resulted in a 
substantial saving of clerical time and accuracy of results which 
otherwise* could not have been obtained# She work was performed 
by the Machine Methods Division as a special project without 
additional puaehed-eard equipment and machine personnel* The 
Special Support Staff now plans to physically count one-twelfth 
of the warehouse stock each month* The count will be written 
on punched-eard inventory tickets which will be forwarded to the 
Machine Methods Division for machine processing and later tabula- 
tions of all necessary accounting reports* The above procedure 
will be applied to all CIA inventories if this study is approved* 

c* Stock Records* 


The Special Support Staff has requested that the punched-eard 
method be applied to their Stock Record Accounting problem and 
a preedu.ro has been developed. Until such time as punched-eard 
equipment is installed under the control of the SS3* the machine 
operations will be performed in Machine Methods Division, 0CD. 

The flexibility of the punched-eard method* not inherent in 
other methods, will permit the establishment of strict controls 
and the automatic preparation of periodic reports and analyses 
which will provide definite advantages, a few of which arei 

<*) Better control over receipt and distribution of stock 
items* 
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{2} Reduction of investment in inventories to the 
lowest possible point consistent with requirements* in 
order to insure a continuous supply* 

(3) More realistic purchasing resulting from accurate 
facts as to stock balances and movement# 

(4) Accurate quantity and value balances resulting 
from automatic computation which eliminates errors of manual 
calculation. 

(5) Automatic preparation of complete and comprehen- 
sive Stock Status Reports which will simplify the checking 
of inventories and assure accurate cycle checking# 

the same procedure will be extended to other CIA Stock 
Records when approved, 

d. P ayroll Accounting, 

A punched-card procedure has been established for the SSS 
payroll and a trial run of this procedure lias been made for 
several pay periods* Several changes in the original procedure 
ftave been made and it is now ready to be applied to the entire 
SSS payroll# A few of the definite advantages which may be 
realised by running the payroll on a punched-card basis are as 
follows t 


{1} Complete control of all elements affecting the net 
earnings of each employee. 

(2) Striking of trial balance each pay period of all 
elements of pay prior to the automatic preparation of Pay- 
roll Journals# Employee and Allottee checks* Individual 
Smployse Earnings Records and Transfer Lists for posting 
credits to Station Pay Accounts* Insurance Accounts* Travel 
Advance Accounts* ©to# 

{$) Distribution of costs of personnel services to various 
stations and projects. Total of coats distributed will be 
autcfftatically balanced with Payroll total for pay period* 


(4) Automatic preparation* upon request* of gross earn- 
ings and tax withheld* and W— 2 forms at the end of the calen- 
dar year for income tax purposes. 

(6) Periodic tabluatlon of Individual retirement credits 
required by the Civil Service Commission# 
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(6) Payroll cards used for performing aforementioned 
accounting functions will be available upon request for 
accurate and comprehensive statistical studies and analyses 
of all elements of personal service costs such as overtime 
pay, overseas pay, living and quarters allowances, depend- 
ency allowances, advances of various types, etc. These 
an alytical studies cannot bo obtained under a manual or 
semi-manual method without the uneconomical expenditure of 
time and effort, 

(7) Cost of auditing personnel service costs by indi- 
viduals, stations, and projects will be greatly reduced 
through the ability to automatically assemble personal cost 
data effecting any individual, station or project. 

(8) Relievo present payroll section employees of time 
required to prepare special reports upon request of the 
Biro et or and hi* staff and others, thus enabling them to 
devote their entire time to the preparation of payroll 
changes. 

Because of the highly sensitive nature of tbs Special Sup- 
port Staff Payroll, it has been decided that the payroll work 
should not be performed on a punohed-card basis until machines 
and operating personnel are located in L Building under the admin- 
istration of the SSS* 


CONflDEHTIAL 
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mtffig APPLICATIONS 


There are many accounting and, record keeping jobs 8dd intel- 
ligence problems now being performed by manual or semi-manual methods 
to which the punohed-eard method might be applied with resultant sav- 
ings* greater accuracy* greater speed in obtaining end results and 
aor# complete information* Some of these problems have been reviewed 
in suffieient detail to recognize that definite advantages will accrue 
through the use of the method* and others are of a type which are 
usually performed by the puached-card method when the volume of work 
is sufficient* The present procedures must be studied more thoroughly 
before recommendation# can be made. Also* there are very distinct 
benefits to be derived through broadening the scope of presently estab- 
lished procedures to include those parts of an entire problem still be- 
ing performed by manual or serai-manual methods* As has been stated 
earlier in this report* the several Tabulation .Project Planners are 
aware of the possibility of extending present procedures and are develop- 
ing the necessary procedures. The principal reasons why such procedures 
have not already bean made effective is (a) due to the absence of well 
trained machine operating personnel* tabulation project planners have 
been required to operate machines and therefore have not been able to 
devote their entire time to development work* (b) some basic procedures 
are just now reaching that point in their development where planned 
extensions can be made effective* and (o) some activities are waiting 
clearance of operating personnel, and cannot assume my additi ona l 
work load. These difficulties are not uncommon to a growing installa- 
tion and will be overcome a a additional operating personnel report for 
duty and become proficient in machine operation and thoroughly familiar 
with procedures! and as the basis procedures become stabilized* 

2* Immediate benefits can be realized from, and our effort should 
be directed toward making effective, the following: 

*• Position Control - discussed in Tab B* to be made effective 
soon for departmental and field positions in the overt offices. 
Should b e extended to include covert offices at an early date* 

> as discussed in Tab B* this work has 
for Special Support Staff and shew Id 
f overt stook is taken. 

°* Stock Records - as stated in Tab B* procedures are now be- 
ing developed and w ill be made effective in July I960* As soon as 
the procedures have been perfected through actual operation, they 
shoul d be extended to include all CIA stook record 

CONFIDENTIAL 
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accounting. It la est lasted that tills can bo accomplished by 
early 1951. 

*• ftroporty Record Accounting - this application will b© 
developed is conjunction wTSTTSSstook Eacord application. 

It consists of establishing a card record of non-expendable 
it«as withdrawn from stock and charged to Accountable Officer*. 
Mats of items charged to each account will be automatically 
prepared periodioilly or upon request, and furnished to each 
Accountable Offieor* Manual records now maintained in each 
office will be eliminated, more accurate and up to date records 
will be established, end a reduction in the number of items 
a nnu a lly written off will result. The savings which will be 
realised cannot be accurately estimated at this time. This ap- 
plication will be made effective concurrently with the Stock 
Eacord Application. 

•* Preparation of stock Catalog - The 3SS is revising the 
stock numbers and nomenclature of those stock items which come 
under its cognisance. When the revision Job is completed, it 
will be necessary and desirable to publish a stock catalog by 
a method which will permit new papers to be published as new items 
of stock are added. This requir ssent has been studied and it has 
been determined that because of the length arid type of description 
required f or many stock items, the address ogr aph method would be 
acre feasible than the punohed-card method. 3 Addressogr&ph equip- 
ment owned by the Agency is adequate for the job and will b® used. 
The work of establishing the original addrsasograph plates for 
approximately 5700 items will be the most time— consuming part of 
the Job. The work will be started as soon as revised stock mas- 
hers and nomenclature are available in August I960. 


f* Personnel Accounting - Definite cavings in clerical time, 
*n<5 the production of essential personnel data and statistics 
are being realised from the current application of the punched- 
card method to Personnel Accounting requirements. Further sav- 
ings and advantages will be realised as the application is extend- 
ed. The extensions iiave been discussed and approv ad by the Per- 
sonnel Office and are planned to be made effective daring the 
coarse of 1950, The Personnel Accounting Application has been 
established for the Administrative Staff and to a limited extent 
for tiie Special Support Staff. When a machine installation is 
mad® in L Building the procedure can be extended to include all 
333 requirements and the present savings and advantages will b© 
increased thereby. 

g. The applications listed above are major in character and 
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util require considerable work and c oncentration of effort. 

It is our goal to have these jobs installed and operating by 
early Fiscal Year 1951, 

3, Other applications of an accounting and record keeping 
nature will be surveyed and roc Daman dati ons will be made on the 
basis of the survey findings. Included in this category are* 

a* Budget Accounting which offers definite possibilities 
for advantageous application of the method. 

b. In the intelligence field two major projects will be 
studied as follows* 

(1) 031 is interested in adapting tlie punched- card 

method to their particular needs and is especially interest- 
ed in the am '‘Dyson* punched-ca rd method of indexing and 
producing abstracts of intelligence information. The “Dyson” 
machine a will bo produced by the International Business 
Machines Corporation. Since the mao lanes are still in the 
development stage* very little information is released 
concerning the operation cad potential of the machines and 
methods. It lias been suggested that a demonstration of the 
machines and method be arranged so that this Agency may ob- 
tain a thorough understanding of the operation and potential 
of the Dyson machines. The IBM Corporation lias concurred 
and will inform the AU/OCD as to when such a demonstrati®* 
can be held. After obtaining this fundamental information 
an evaluation of the value of applying the method to the 031 
problem ban be made. 

(R) The application of the punched- card method to the 
special indexing problems in the SO Registry was reviewed 
some months ago. It was found that certain phases of the 
job would have been difficult to solve with standard punched- 
card equipment available at that time. Since then near 
punched- card equipment has been developed. The new equip- 
ment is especially well adapted to tho Registry’ a problems 
and will overcome the difficulties previously encountered. 

A detailed study of these problems will be made as soon as 
possible and procedures will be developed around the use of 
the new equipment. It is our opinion we can apply machine 
methods to the Registry and reader a greatly Improved serv- 
ice* The Assistant Director for Special Operations is very 
anxious for this to be done, ' 
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ley roster showing list of key Agency positions and per- 
sonnel qualified to fill the positions. 
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UTILIZATION OF PHRSOMHgh* SP ACE AM) EQUIPMENT 


l* Present Installations. . 

*• All puached-card installations are now located in four 
separate offices and are performing the type of work as follows : 


OFFICE 


00/Contact Dir, 


oca 



SBC 


industrial Register 
Machine Methods Div, 
Machine Methods Dir* 
Machine Methods Div. 
Machine Methods Div. 
Mr chine Methods Mr, 
X XX 


SO/Conimmlcations 



LOCATION USS 

South Bldg. Hon- governmental sources 


M Bldg* 
M Bldg* 
M Bldg. 
M Bldg* 
M Bldg. 
M Bldg. 
M Bldg* 
Q Bldg. 
L Bldg. 


atrial Indexes 
Documentary Index 
Gra 





etteers 
Administrative Projects 
Classified 
Classified 
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♦for purposes of efficient operation the key punching of gazetteer 
sards is performed in the Board of Geographic lames* South In- 
terior Building. Machines and personnel are those of Machine 
Records Division. 

b. 0CD has the most extensive installation and is processing 
the greatest volume of work. A pool of tabulating machines has 
bean established in OOD and is used in common by the Biographic 
Register, Industrial Register and Machine Methods Division. The 
pooling of machines is most economical and a high machine useage 
factor is obtained* thereby reducing costs. 

e* The .Contact Div.ision/00 participated in trie (>CD mchine 
pool until its offices were moved to South Building. It was decided 
at that time that for reasons of security and efficiency of oo/c 
operation, machines should be installed in South Building. 

** A separate and complete machine installation was established 
for the Special Research Cen tor because the nattire of the work 
required that it be performed separately* 

e. The Communi cations Divlsion/scr has an installation of one 
printing punch and one sorting machine. It is planned to increase 
this installation to a full complement of machines * 


!$ 
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2« Proposed Installation . 

a* As stated in Tabs A, B and C, there are very definite 
advantages to be gained through -she application of the punehed- 
eard method to Personnel Recording Accounting, Payroll Account- 
ing and Physical Inventory and Stock Record Aeoouatiug and it 
has been recommended that these applications be established for 
Special Support Staff as soon as possible* However, the SSS 
source records are of such nature that they should not be re- 
moved from tueir location in L Building for processing. There- 
fore, a machine installation In L Building to handle both overt 
and oovert administrative work for the Agency has been proposed* 

b* For reasons described above, it is necessary to establish 
separate machine installations if CIA is to take immediate advan- 
tage of the increased effioienoy and savings which can result 
from extension of the punched-card method throughout CIA* There- 
fore, it is proposed thati 

(1) Suffioient number and t.« pe of machine required to 
perform for CIA Personnel Record Accounting, Payroll Account- 
ing and Physical Inventory and Stock Record Accounting be in- 
stalled in t> Building under the Administrative Control of the 
Special Support Staff? 

(2) the procedures established for these jobs be developed 
so t hat they can be extended to c over like work performed by 
the Administrative Staff? 

(3) during the period required to complete the application 
of each job in SSS* the work now being performed by the Admin- 
istrative Projects Breach, Machine Methods Division, OCB, be 
continued? 

(4) as soon as each jo’s in SSS has been completely installed. 
Ilia* work being performed in OCB for the Administrative Staff 

be transferred to the SSS installation? 

(5) when all CIA actaiaistrative work is being performed by 
the SSS installation that the Administrative Project '.ran oh be 
disestablished, (At that time the personnel remaining in the 
Administrative Branch will be transferred to the SSS installa- 
tion*} 

e* Some of the benefits to be derived from this plan are as 
follows* 
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(1) The SSS installation will process only adain i stra- 
ti ve applications* 

(2) Tn& procedures to bo established for vouch® rad and 
unvoucherod jobs will be the same which will permit the 
scheduling of all machine operations* 

(p Machine personnel will be trained on all jobs 
thereby permitting flexibility la the assignment of work* 

(4j Basis io»a of existing procedures and devel opraen t of 
ne mr procedures and methods for both vouch© red and unvouchered 
work can nor® easily be effected with all work being performed 
is the same shop. 

. f* *h« greatest utilisation of potential machine time* and there- 

ff r f a 2 st 9coaQsic&:L use of ^aohines* is obtained through, the « stab- 
° £ & C0r5tral aachiQ ® P°°l whers sufficient machines are in- 
*? ali !?^?°, perf0ra th ® PanehmdwMr# work of all operating offices. 

wt*.!* dl 5 i c d Vo l si ° n ° f suok a P° o1 i» now established In OCD, where the 
work of four Blister* and CIA administrative work is now being per- 
©rmed, Howevsr, full centralisation of machines operations in CIA is 
not feasible in different buildings not adjacent to each other j secure 
caetssuaica-cioa facilities between the operating offices end the central 
machine .nstailation are not available} and it has been determined that 
certain applicable material should not ba removed from the buildings 

SQta ® oi \ * h « operating offices are located* A centralised machine 
d vision for CIA would be feasible if CIA is ever house# in on© build- 

wg# 

4 * * ith the *ftabli*haant of a machine group in L Building, there 
will os five separate installations located in various buildings and 
the growing need for centralised supervision and coordination of all 
puaehed-card activities within the Agency will become immediate. The 
necessary supervision and coordination can be obtained by the establish- 
SSLrf & P^alng and development group at the Staff level. 

Through such centralised supervision and coordination* tabulation project 
planners sssignod to the several installations will not be isolated from 

S°achi^odr d til9 t0llaWlnc fRvora: ' ie results of directed activity will 
effort ^plication of development and planning 

*' v ® The ftgbabi idiwa t of coordinated procedures. 
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(c) Uniformity in operating requirements and standards* 

(d) Prevent misapplication o£ the pimehed-c&rd method# 

4 ? - v _ • 

(•) Diatributi m of :mchines on work-load basis* 

(f) taalization of maximum t&hor than the minimum bene- 
fits through interchange of ' development and operating Ideas* 


Approved For Release 2001/07/24 : CIA-RI 


042A000 100090004-6 



